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I* introduction* 

As outlined la previous progress and program reports, the primary 
objective of the Classification and Wage Administration Program is 
to achieve and maintain a sound occupational and salary structure 
fost Agency positions, which provides for equitable salary alignment 
with cospensahion levels within and outside the Federal Government 
and is- responsive to the- unusual, job Characteristics and employment 
situations encountered in CIA. 

With this objective in mind, our efforts during the past six months 
have included the final review and readying for coordination of the 
Occupational Handbook of Glassification Titles and Codes, which set© 
forth and defines all types of positions found in CIA? the review 
and approval with appropriate classification changes of Tables of 
Organisation for isiany components? the Conduct of classification surveys; 
the development, e ©ordination and publication of Position Standards? 
the processing of individual position and personnel actions involving 
desk audit end analysis of existing and proposed positions? and the 
preparation of a aisiaer of staff studies in the field of salary and 
wage administration,, These major program activities are described 
in detail in the following pages. 


Dining the period completed, a number ©f organisations have proposed ] 
nm Table® of Organization to reduce their authorized positions to j 
their ceiling figures This type of activity has required careful j 

dassifibation .-review to assure that the revised Table of Organization j 
would b© valid from the Classification standpoint » The problem en» | 

countered in this regard is highlighted by one proposed change of a i 

three hundred position Table of Organization in which the operating ,, | 

office requested that sixty-nitie low grade positions b© abolished 
and that ten percent of the remaining positions be changed to higher % 

grades. To facilitate the processing of this type of request, ' 

published Agency position standards have been helpful in providing 
a Mut ually acceptable basis for resolving differences; but sufficient 
standards to cover the majority of positions are not yet available, 
Naturally, ws have been faced with a greater effort and on© of time- j 
consuming character in obtaining agreement from operating offices j 

on proposals in which the requested grade structure cannot be approved c ; 
In other words, it takes but minutes to say "yes", but "hours'* to / 
say "no, and. make it stick" 0 
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Although a > measure of assistan ce has bean obtained by the publication 
of Agency Hegulatiool fables of Organization* which specifies 

Job iaforMation -will accompany inquest® fb;? T/0 Changes, the nsajc# 
organisational changes are generally of auuh stated priority and 
immediacy that frequently they must b© approved subject to receipt 
of job information at a later date,. This operating procedure, pf 
course, requires considerable follow-up on the part of the Division 
and dictates th© character of a substantial portion of our future 
workload^ 

During the period the trend of the average grad© of each cosponent 
Table of Organisation was closely observed and comparisons made over 
a five-year period, lb® ev©r«increasing grade level and its budgetary 
significance were pointed out to operating office© particularly in 
connection with Table of Organisation changes o Within the DD/2 Area, 
operating offices adopted the approach of maintaining existing 
average grades to th® greatest extesst possible during the development 
of new T/G 8 ®* ' 

In light of operating requirements set forth, ©ur future plans call 
for the coffi-plGtion of additional Position Standards for positions 
most common to th© Agency, th® conduct of Glassification Surveys to 
establish fim and valid classification structures for existing 
organisations, and the increased familiarisation of operating officials 
with th® vain® of classification to them in achieving a sound personnel 
management program in their activity* . " 

t 1 1 - v - , .. 

Progress has been made in providing flexibility to meet emergency 
and operational staffing 'and as s ifmsnt eltuati ons through the develop™ 
meat and initiation of procedures for controlled ieitporary assign* 
ments of pe rsonnel to lower graded positions than the grade held© 

| _3 Additional procedural and instructional guides will fee 

published in the near future, of which an iaportant publication 
currently being coordinated is th© CIA Occupational Handbook of 
Glassification Titles and Codes , This will provide in ready reference 
form the Agency occupational structure, in which similar types of 
positions are assigned to appropriate occupational groups, and a 
standard title, definition, and occupational code is set forth for 
each category of position. 


Recent developments in the Agency Career Service Program as well as 
policy decision® received from the Office of the Director and requests 
for classification services from th© Deputy Director for Administration 
and other Officials emphasise th© increasing need for th® application 
of classification and wage administration techniques to all Agency 
positions and exponents. Accordingly, an acceleration in th® pace 
of our activities must be planned for and accomplished during th® 
coming year* 
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Following is a distribution of the percentage of total staff time 
spent on the various activities during the reporting periods 


Characteristics 


Time Percentage 


lo Classification 
Surveys* 


2 e Position 
Standards o 


3 a Individual 
Glassification 
Actions o 


lio Table of Or- 
ganization Review 
and Distribution a 


Collection, recording, and analysis 
of duties and qualification require-, 
mente information about all positions 
in particular organisational components 
or occupational categories. Presentation 
of classifications determined upon for 
th© positions and coordination of results 
with Office concerned „ Preparation of 
survey reports® 

Intensive analysis of positions in par- 
ticular occupational categories® Pre- 
paration therefrom of sustsnary statements 
of th© essential characteristics of the 
categories and of th® levels of work 
therein, qualifications required there- 
for, and th® lines of progression® 

Coord 'nation of thee® products c 

Review of selected individual personnel 
actions in terms of the classification 
propriety® Such actions are those In 
which there are unresolved questions 
concerning the classification of the 
positions, and their resolution frequently 
requires desk audits and the preparation 
of descriptions. Category includes super- 
grade position review and recommendations® 

Classification review of T/0 proposals and 
preparation of OP recommendations to Dd/a® 
Distribution of sgpproved T/C»s and control 
of all T/0 records® 


20 % 


12 % 


5o Special Studies 
and Staff Services, 


Preparation and coordination of regulations, 18$ 
handbooks, and other guides on classification 
and wage administration matters® Staff support 
to AD/P on the CIA Supergrade Structure and 
related matters® Preparation of comments on 
applicability to GWD program of legislative 
and other proposals® Analytical studies on 
current problems of concern to CWD activities® 
Extension of machine tabulation methods in th® 
presentation of information about occupational 
structure of Agency Consonants® Staff assistance 
to operating offices on classification problems® 

(The remaining staff timo was divided between formal training within the 
Agency, leave, and details to other OP Division*?.) 
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